
U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION
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SUBJ: STAFFING GUIDE FOR A~~(-T()~~NUFACTU~G)

1. PURPOSE. This order presents the staffing guide for aviation safety inspectors (manufacturing) in
the Aircraft Certification Service, the Aircraft Certification Service Directorate Manufacturing Inspection
Off~es (MIO’s), and all Manufacturing Inspection District Offices (MlDO’s). This order establishes the
Staffing Standards Review Committee.

2. DISTRIBUTION. This order is distributed to the director level in the Offrces of.Aviation Policy
and Plans, Financial Services, and Human Resource Development; the branch level in the Aircraft
Certification Service; the Aircraft Certification Service Directorate Manufacturing Inspection OffFces; and
a standard distribution to the Manufacturing Inspection District Offices.

3. CANCELLATION. Order 1380.49,  Staffing Guide - Aviation Safety Inspectors (Manufacturing),
dated December 9, 1987,  is canceled.

4. BACKGROUND.

a. The Aircraft Certification Service and the Offrce of Management Systems initiated an effort in
March 1992 to revise and update the staffing standards for non-supervisory aviation safety inspectors
(manufacturing) working in the Aircraft Certification Service, the Aircraft Certification Directorate
Manufacturing Inspection Offices, and Manufacturing Inspection District Offrices. This effort was
undertaken to:

(1) Improve the organization’s position in developing and justifying budget requests for
staffing.

(2) Revise and revalidate current measures applicable to the .work performed by aviation
safety inspectors (manufacturing).

(3) Comply with FAA policy as stated in Order 1380.34A FAA Staffing Standards Program,
to establish staffing standards following the definition of essential work functions.

(4) Meet the requirements of Order 1800.56, Administration of Aviation Standards Activities -
Program Guidelines.

b. This orderpresents the staffing standards developed by the Aircraft Certification Service (AIR)
contained in the’staffing  Standards for Aviation Safety Inspectors (Manufacturing) Final Report, dated
August 1993,  covering work performed by non-supervisory aviation safety inspectors (ASIs) in the
Aircraft Certification Service.

Dist r ibut ion:  A-W(PO/BA/HR)-1;  A-W(m)-3’
A-X(CD)3; A-FAC-O(Std)

Initiated By: ABC-200
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5. EXPLANATION OF CHANGES. This revision:

a. Reflects changes prescribed by the Staffing Standards Review Committee.

b. Contains updated and current information.

c* Includes information on forms, reports, and the Staffing Standards/MIDAS Interface.

d. Defines the responsibilities of offices such as the O&e of Financial Services and the Aircraft
Certification Service.’

e. Changes the appendices to reflect completely new staffing guidelines. Appendix 1, Staffing
Guide for Aviation Safety Inspectors (Manufacturing), addresses the major aviation safety inspection
functions of Continued Operational Safety, Regulatory Policy Development, and Certifications,
Approvals, and Appointments. The staffing guide also shows whether each work measure is applied to
the Manufacturing Inspection District Offices (MIDO), Manufacturing Inspection O$ce (MIO), or
Headquarters (HQ) offices. Appendix 2, Sample Work Products and Staff Hours Report, provides
information to show how the staffing guide should be used.

f. Defines indirect work allowance. A table is provided to show th,e categories of indirect
allowance such as leave and training, a definition of each allowance, and the percentage allowed for each
category.

6. DEFINITIONS. All definitions required for application of the staffing standards are included in
Appendix 1, Staffing Standards for Aviation Safety Inspectors (Manufacturing).

7. FORMS AND REPORTS.
.

a. All AIR divisions and MIO’s, will submit a completed Work.Products  and Staff Hours Report,
on a quarterly basis to the Aircraft Certification Service, Planning and Program Management Division
(AIR-500). MID0 reports will be submitted to the directorate MIO, who will consolidate the reports
and and forward the directorate report to AIR-500 for review and appropriate consolidation. All reports
must be received by AIR-500 no later than 15 work days after the completion of each quarter. A sample
of a typical report is included in Appendix 2 as figure 1, Sample Completed Work Products and Staff
Hours Report.

b. All AIR divisions and MIO’s, will submit a Staffing Requirements Report, on an annual basis to
the Aircraft Certification Service, Planning and Program Management Division (AIR-500). MID0
reports will be submitted to the directorate MIO, who will consolidate the reports and forward the
directorate report to AIR-500 for review and appropriate consolidation. All reports must be received by
AIR-500 no later than 20 work days after the completion of each fiscal year. A sample of a typical report
is included in Appendix 2 as figure 2, Sample Staffing Requirements Report.

Page 2 Par 5
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8. STAFFING STANDARDS/MIDAS INTERFACE. Completed work product and work hour
reporting codes associated with each direct work measure in the staffing standards collectively represent
a subset of the data element codes included in the Manufacturing Inspection Data Analysis System
(MIDAS). MIDAS will replace the Manufacturing Inspection Management Information System
(MIMIS), and encompass the staffing standards covered by this order as well as additional management
reporting and environmental data elements.

9. DESCRIPTION OF STAFFING GUIDELINES. Staffing guides and standards are designed to
express the staffing requirements of an organization or function in terms of hours or work years of
employee effort. Presented in the form of mathematical models, equations, or compilations of task
activity times, staffing guides and standards are based on specific work measures of the activity or output
expected of trained, experienced personnel operating at an appropriate pace. Workload figures derived
by application of these direct work measures are combined with allowances or factors to account for
leave, training, and other overhead activities. The indirect work allowances are shown,in figure 3,
Appendix 2. The resulting figure represents total organizational workload, which is then divided by a
standard employee work year (i.e., 2087 hours) to yield total staffing requirements. ’

10. SCOPE. The staffing standards are organized around the three major mission areas included in the
Aircraft Certification Regulatory Program (ACRP): continued operational safety; regulatory policy
development; and certifications, approvals, and appointments. The standards address two broad
categories of effort, direct and indirect work activities, and include direct work measures and time
standards along with worksheets for reporting staff hours,devoted to rulemaking projects and other
special or one-time activities. An in-depth description ofthe standards’s structure and content is provided
in the Final Report on the staffing standards development project. ,

11. METHODOLOGY.

a. The methodology employed in developing the staffing standards was structured around two key
elements: a phased approach to build and validate each component of the standards, and reliance on the
Staffing Guide Review Committee to assist in generating required information and, providing ongoing

quality assessment.

b. The following three information components collectively provided the basis for both the initial
design and final composition of the staffing standards:

(1) Preliminary Data Sources. The initial design of the staffing standards and much of the
basic workload information contained in its draft and final versions were derived from a number of
preexisting sources of data concerning AIR and ACRE activities and projects. These sources included:

(a) The AIR Job Task Analysis (JTA), a comprehensive 10 volume inventory of the
products generated and the tasks and procedures performed under the ACRP.

Par 8 Page 3
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(b) Service and workload indicators previously developed to capture and define AIR
responsibilities, both in broad as well as specific terms.

(c) Field visits to each of the four Directorate MIO’s, a cross section of MIDO’s, and
- meetings with AIR-200 staff to discuss workload definition and time requirement issues.

(d) Current year and historical AIR workload data from the Manufacturing Inspection
Management Information System (MIMIS), providing actual completion items for various ACRP
products and activities.

(2) Staffing Guide Review Committee Input. A Staffing Guide Review Committee of eight
managers representing the MIDO, MIO, and HQ organizational elements played a critical role in all
phases of the staffing standards development process. Staffing Guide Review Committee members
provided feedback regarding the initial design of the standards, generated additional information and data
sources, revised and validated the standards through each project phase, served as project focal point in
their respective organizations, and facilitated and coordinated a nationwide field test of the staffing
standards.

(3) Test and Evaluation Activities. The AIR staffing standards development process
included two formal tests: a pilot test of the preliminary version of the standards, and a full field test of a
revised version of the standards which reflected both the ,results of the pilot test and additional
modifications made by the Staffing Guide Review Committee.

C. Development of the standards was completed over a 14 month period through several phases:
preliminary design, final design, initial draft, revised draft, and final version. Additional activities
completed prior to the effective date of this order include creation of an automated job aid to assist users
of the standards in recording and tracking workload data, and development and delivery of an orientation
and training seminar to familiarize MIDO, MIO, and headquarters managers and administrative staff with
the standards’ purpose and application. An in-depth description of the methodology employed to develop
the standards is provided in the Final Report on the staffing standards development project.

d. The Staffing Guide Review Committee will continue to review and revise the staffing standards
as necessary to meet new or changing organizational requirements. Paragraph 1‘3 provides a complete
description of the committee’s specific responsibilities in this regard.

12. APPLICABILITY. The staffing standards contained in appendix 1 apply to non-supervisory
aviation safety inspectors (manufacturing) at the AIR Division; Directorate MIO, and MID0 levels.

Work performed by supervisory aviation safety inspectors, administrative support staff, and
technicaVclerica1  personnel is not addressed by these staffing standards.

Page 4 Par 11
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13. USE OF STAFFING STANDARDS.

a. The work measures and time standards included in this order shall be applied to calculate
Aircraft Certification Service staffing requirements for use in the formulation and justification of annual
budget requests. Staffing requirements will be determined by application of the work measures and time
standards both to record completed work for the current year and to project out year workload based on
historical trends and anticipated changes in organizational activities (industry driven demand activities).
Required staffing levels derived through this procedure will form the basis for total non-supervisory
aviation safety inspector (manufacturing) staffing figures included in the agency’s budget request to the
Offrce of the Secretary of Transportation, the Office of Management and Budget, and the Congress.

b. Workload and staffing level information developed through use of the staffing standards will
also be a basis for Aircraft Certification Service strategic planning, policy development, and human
resource management processes. Additional applications of staffing standards information may include
employee workload allocation and scheduling, non-personal service budget development (e.g.,
equipment, ofIice space), and organizational or functional realignments.

C. While required staffing levels derived through application of the staffing standards will provide
the basis for formulating agency budget requests for staffing, ultimate approval and authorization of
organizational staffing levels will be dependent on determinations made by the Secretary of
Transportation, the Office of Management and Budget, and the Congress.

14. RESPONSIBILITIES. This order assigns continuing responsibilities for the application,
maintenance, and revision of the Staffing Standards for Aviation Safety Inspectors (Manufacturing).

a. Manufacturing Inspection District Offices are responsible for:

(1) Establishing internal procedures for collecting individual work product and staff hour data
biweekly, and for aggregating such data at the office level at least monthly.

(2) Submitting Completed Work Product and Staff Hour Reports on a quarterly basis through
the appropriate Directorate MI0 to AIR-500 for review and consolidation.

(3) Submitting Staffing Requirements Reports’on  an annual basis through the appropriate
Directorate MI0 to AIR-500 for review and consolidation.

(4) Developing out year workload projections for inclusion in annual Staffing Requirements
Reports based on such things as known future projects, pending regulatory changes or mandates, new
programs or customer requirements, or trend analysis of past workload activities using formal statistical
methods.

(5) Identifying and reporting to AIR-500 through the appropriate Directorate MI0 any
problems encountered in applying the staffing standards, or anticipated changes in workload activities
with potential impact on the validity or relevance of the standards.

l
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b. Aircraft Certification Directorate Manufacturing Inspection Offices are responsible  for:

(1) Establishing internal procedures for collecting individual work’product and staff hour data
biweekly, and for aggregating such data at the office level at least monthly.

(2) Establishing Directorate-wide policies, procedures and deadlines for collecting quarterly
Completed Work Product and Staff Hour Reports and annual Staffing Requirements Reports from
h4IDO’s under their jurisdiction.

(3) Submitting a consolidated MI0 and MlDO Completed Work Product and Staff Hour
Reports on a quarterly basis to AIR-500 for review and final consolidation no later than 15 work days
after completion of each quarter.

(4) Submitting a consolidated MI0 and MID0 Staffing Requirements Reports on an annual
basis to AIR-500 for review and final consolidation no later than 20 work days after the completion of
each fiscal year.

(5) Developing out year workload projections for inclusion in annual Staffing Requirements
Reports based on such things as known future projects, pending regulatory changes or mandates, new
programs or customer requirements, or trend analysis of past workload activities using formal statistical
methods.

(6) Identifj&rg and reporting to AIR-500 any problems encountered in applying the staffing
standards, ‘or anticipated changes in workload activities with potential impact on the validity or relevance
of the standards.

C. Aircraft Certification Service Divisions (AIR-200 and AIR-300). The responsibilities of the
specified divisions which employ non-supervisory aviation safety inspectors (manufacturing) include:

(1) Establishing internal procedures for collecting individual work product and staff hour data
biweekly, and for aggregating such data at the division level at least monthly.

(2) Submitting Completed Work Product and Staff Hour Reports on a quarterly basis directly
to AIR-500 for review and consolidation.

(3) Submitting Staffing Requirements Reports on an annual basis directly to AIR-500 for
review and consolidation.

(4) Developing out year workload projections for inclusion in annual Staffing Requirements
Reports based on such things as known future projects, pending regulatory changes or mandates, new
programs or customer requirements, or trend analysis of past workload activities using formal statistical
m e t h o d s .

Page 6
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(5) Identifying and reporting directly to AIR-500 any problems encountered in applying the
staffing standards, or anticipated changes in workload activities with potential impact on the validity or
relevance of the standards.

d. Aircraft Certification Service. Within AIR, the responsibilities of the Planning and Program
Management Division (AIR-500) include:

(1) Establishing Aircraft Certification Service-wide procedures and deadlines for collecting
quarterly Completed Work Product and Staff Hour Reports and annual Staffing Requirements Reports
from Directorate MIO’s and Washington headquarters divisions.

(2) Developing and maintaining under the MIDAS program automation resources and
documentation to facilitate collection and reporting of workload information at the MID0 and’MI0
l e v e l s .

(3) Reviewing and consolidating all Completed Work Product and Staff Hour Reports
submitted on a quarterly basis, conducting a quality audit of workload figures and staff hour totals, and
conferring as required with reporting managers regarding problems or discrepancies identified..

(4) Reviewing and consolidating all Staffing Requirements Reports submitted on an annual
basis, conducting a quality audit of workload figures, staff hour totals, and out year projections, and
conferring as required with reporting managers regarding problems or discrepancies identified.

~ (5) Calculating total current and out year Aircraft Certification Service staffing requirements
for non-supervisory aviation safety inspectors (manufacturing) based on aggregation of annual Staffing
Requirements Reports submitted by MIDO’s, MIO’s, and headquarters divisions.’ Aggregation to be
completed within 60 calendar days after the end of the fiscal year.

(6) Preparing and submitting organizational staffing requests to the OfIice of Financial
Services based on workforce requirements identified through application of the standards.

(7) Facilitating and coordinating the activities of the Staffing Standards Review Committee,
including evaluation of proposed or anticipated changes in policy, procedures, or organization which may
affect the validity of the standards and identi@ing  the need for review committee evaluation and
consideration of such changes or related issues.

(8) Evaluating, in conjunction with the Office of Business Information and Consultation the
continuing validity of the standards as indicated by requests for deviations from the standards and by
comparison of on-board and authorized strength and staffing levels calculated by application of the
standards.

(9) Defining, in conjunction with the Office of Business Information and Consultation the
need for refinement and validation studies to maintain and improve the integrity of the standards.

Par 14 Page 7
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(10) Participating with the Office of Business Information and Consultation in establishing
methods, schedules, and conducting studies to refine and/or validate the staffing standards.

e. The Offke of Business Information and Consultation is responsible for:

(1) Evaluating, in conjunction with the Aircraft Certification Service, the continuing validity
of the standards as indicated by requests for deviations from the standards and by comparison of on-
board .and authorized strength and staffing levels calculated by application of the standards.

(2) Evaluating, in conjunction with the Aircraft Certification Service, the impact on the
staffing standards of changes in policy, procedures, equipment, or organization, which may affect the
validity of the standards..

(3) ,Defining,  in conjunction with the Aircraft Certification Service, the need for refinement
and validation studies to maintain and improve the integrity of the standards.

(4) Participating with the Aircraft Certification Service in establishing methods, schedules, and
conducting studies to refine and/or validate the staffing standards.

(5) Assisting the Aircraft Certification Service as required in the collection of accurate
workload information and the ongoing application of the staffing standards.

f. The Offke of Financial Services is responsible for ensuring that the staffing standards are
integrated with, and used in, the budget process and for participating in the coordination of proposed
modifications resulting from studies to refine and/or validate the staffing standards.

g. The Offke of Human Resource Management: I

(1) Participates in the review and coordination of proposed modifications to the staffing
standards when the proposed revision has a major impact on personnel programs.

(2) Provides labor relations staff advice, upon request, during the coordination of proposed
modifications to the staffing standards to ensure that such modifications are acceptable from an employee
relations standpoint.

Page 8 Par 14
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15. STAFFING GUIDE REVIEW COMMITTEE.

a. The Staffing Guide Review Committee which consists of eight managers representing the MIDO.
MIO, and Washington headquarters organizational elements responsible for:

(1) Convening annually for the first three years following initial implementation of the staffing
standards, and at least biennially thereafter, for the purpose of

(a) Reviewing workload reporting and standards application results for the prior year(s)
to assess organizational impacts and identify issues.

(b) Adding new work.measures to the staffing standards as required, based on new
programs, new customers, updated training requirements, or rulemaking mandates.

(c) Revising or redefining existing work measures and time standards,as dictated by
changes in customer requirements, technology, or the AIR organization.

(d) Eliminating or combining seldom used or limited impact work measures, in the
interest of continually simplifying and consolidating the standards.

(2) Assisting AIR-500 on a continuing basis in the assessment and resolution of specific
workload reporting and standards application problems or issues arising in individual committee members’
organizational areas of responsibility.

(3) Providing qrientation,  training, and ongoing guidance and assistance to current and new
managers in the application of the staffing standards.

(4) Convening on an “as needed” basis in addition to regularly scheduled meetings to consider
major issues, changes, or special circumstances or occurrences with potential for significant impact on the
staffing standards, as determined by AIR-5.00. .

b. The Aircraft Certification Service provides administrative support to the committee to include
formulating the agenda for the meetings, notifying all members of the meetings, and taking minutes of
each meeting.

16. AUTHORITY TO CHANGE THIS ORDER. Changes to ‘appendices to this order will be
approved in accordance with the provisions of Order 1380.344  Staffing Standards Program. Changes to
the appendixes to this order may be issued by the Director of Business Information and Consultation
following appropriate coordination and review.

Dale E. McDaniel
Acting Associate Administrator for Administration

Par 15 Page 9 (and 10)
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Appendix 1

STAFFING GUIDE FOR AVIATION SAFETY INSPECTORS (MANUFACTURING)

A. CONTINUED OPERATIONAL SAFETY
Measure

les Tc L

HP

MIMlS
Code

LIC
Apl

HID0
E

.

lime Standard
(hours)UXKHEAXR7ES

PROOUCTION APPROVAL SUPERVISION

Production Certificate/APIS Authorization Holders
Supervised

516 cat 1 - 8
cat 2 - LO
cat 3 -lso

catl- 3
tit 2 - 10
cat 3 - 32

cat 1 . 3
cat27 9
cat 3 - 32

cat 1 - 2
cat 2 _ 8
cat 3 - C8

5L2 .Technical StaNard Order Approval Holders
Supervised

540 .Parts Manufacturer ApprovaL  HoLders Supervised

.Priority Suppliers Supervised 531

-

600

EVALUATIONS

ACSEP Evaluations Conducted cat 1 _ 32
cat 2 - 60

.

cat 3 - 100

Principal inspector  Evaluations Conducted

SERVICE DlFFlNLllES

Service OifficuLties Investigated

Accident/Incident Investiaations S-rted

Responses to NTSE Recamwrda tions Prepared

603

803

6

32

. .820

819

859

800

801

808

2c

LO. .

. .Responses to NTSB Ret amwdations  Reviewed 12

.

.

c_

ENFORCEMENT

Atininistrative Actions  Prepared

Civil Penalty Actions Prepared

Adslinistrative Actions Carpteted

CIVII Penalty Actlot- Cocrpleted

32

64

8

16809



1380.49A
Appendix 1

5117/95

I HIMIS
UORK lEASlEES - Code

.

DESIGNEE SUPERVISION

Dt4IRs Supervised 813

DARs Supervised 8L4

ODARs Supervised 860

OTHER ACl!VIlIES

Responses to External Inquiries Cm'pleted 826

NASIP Inspections Supported 616

,SusI&td Unapp;oved  Parts Reports Investigated 867

Hotline Reports Investigated 868

Work Measure Time Standard
Applies To . . . (hours)

7-l-j-T

. 16

.. 2020

.. .. .. 88

.. .. COCO

.. .. COCO

. . . CO

,.
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A. CONTINUED OPERATION= SAFETY

Definitions of Work Measures

Production Approval SuPervision

Production Certificate/APIS Authorization Holder8 Supervised -
Count the number of active PC or APIS holders supervised by your
office during the fiscal year (i.e., QC changes, facility changes,
technical assistance, updating supplier lists, PI/companymeetings,
flight test coordination, SD and corrective action review, PI ACSEP
support).
Indicator of completed work: Annual update/renewal  of form 8120-2.( *

l Category 1 - Supervision time of 1 to 16 hours per year
l Cateqorv 2 - Supemision time of 17 to 80 hours per year
l Cateqom  3 - Supervision time of 81 to 300 hours per year

l
Technical Standard Order 'Approval Holders Supervised - Count the
number of active TSOAs supervised by your office during the fiscal
year (i.e., QC changes, facility changes, technical assistance,
updating supplier lists, PI/company meetings, SD and corrective
action review, PI ACSEP support).
Indicator of comnleted work: Annual update/renewal  of form 8120-2.

l Cateqom  1 ,- Supervision time of 1 to 4 hours per year
0 Cateqorv 2 - Supervision time of 5 to 16 hours per year
l Cateqorv 3 - Supervision time of 17 to 80 hours per year

Parts Manufacturer Approval Holders Supervised - Count the number
of active PMAs supervised by your office during the fiscal year
(i.e., QC changes, facility changes, technical assistance, updating
supplier lists, PI/company meetings, SD and corrective action
review, PI ACSEP support).
Indicator of comrjleted work: Annual update/renewal  of form 8120-Z.

0 Catesorv 1 - Supervision time of 1 to 4 hours per year
l Catesorv 2 - Supervision time of 5 to 16 hours per year
l Cateqorv 3 - Supervision time of 17 to 80 hours per year

Priority Suppliers Supervised - Count the number of active priorlt)
suppliers supervised by your office during the fiscal year (i.e..
QC changes, facility changes, technical assistance, PI/compan).
meetings, SD and corrective action review, PI ACSEP support!.
Indicator of comuleted work: Annual update/renewal of form 812G 1.

l Cateqorv 1 - Supervision time of 1 to 4 hours per year
l Cateqory 2 - Supervision time of 5 to 16 hours per,year
l Cateqory 3 '- Supervision time of 17 to 80 hours per year

‘.
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5/17195

A. CONTINUED OPERATIONAL SAFETY

ACSEP Evaluations
of certificate ho

Conducted - Count the number of ACSEP evaluations
'lders and authorized facilities conducted during

the fiscal year (each inspector participating counts as one item).

Evaluations

Indicator of completed work:
300.

Submission of ACSEP report to AIR-

l Catesorv 1‘ - Completion time of 1 to 40 hours
l Categorv 2 - Completion time of 41 to 80 hours
l CateQory 3 - Completion time of.81 to 150 hours

Principal Inspector Evaluations Conducted - When conducting an
evaluation at a PAR with more than one' approval, i.e.
PMA/TSO, PMA/SUP,

PC/PMA,
the count will be one for each approval.

Percentages will be recoreded based on demand, e.g.
PMA.

75% PC, 25%

Service Difficulties

Service Difficulties Investigated
Difficulty Reports

- Count the number of Service

analysis,
(SDR) that resulted in an investigation,

and follow-up.action (each inspector partic.ipating  counts
as one item).
Indicator of comnleted work: Final documentation  of the SDR
investigation  (memo, printed form). . .
Accident/Incident Investigations Supported - Count the number of
investigations of accidents/incidents supported by your office
during the fiscal year (each inspector participating counts as one
item).
Indicator of comnleted work:
investigation work group.

Final documentation  from' the

Responses to NTSB Recommendations Prepared - Count the numbe'r of
responses to NTSB recommendations  prepared by your office during
the fiscal year.
Indicator of completed work:
for review.

Submission of proposed final response

Responses to NTSB Recommendations  Reviewed - Count the number Of
responses to N'TSB recommendations  reviewed by your 0ffic.e durinc
the fiscal year.
Indicator of completed work:
to AA1 (FAA Headquarters).

Issuance of proposed final response

Page 4
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Appendix 1

A. CONTINUED OPERATIONAL SAFETy

Enforcement

Administrative Actions Prepared - Count the number of
administrative enforcement actions (including no action
recommendations) prepared by your office during the fiscal year.
Indicator of completed work: Preparation of an enforcement
investigation report (EIR).

Civil Penalty Actions Prepared - Count the number of civil penalty
enforcement actions prepared by your office during the fiscal year.
Indicator of completed work: Preparation of an enforcement
investigation report (EIR).

Administiative Actions Completed - Count the number of
administrative  enforcement actions completed by your.office during
the fiscal year.
Indicator of completed work: Entry of case information into EIS
and division databases.

Civil Penalty Actions Completed - Count the number of civil penalty
enforcement actions completed by your office during the fiscal
year.
Indicator of comoleted work: 'Forwarding\ of the case file to
regional counsel for legal action.

Desicmee Supervision

DMIRs Supervised - Count the number of DMIRs supervised by your
"office during the fiscal year (e.g., guidance, direction, review of
type and airworthiness work, annual certification).
Indicator of comoleted work: Issuance of a DMIR renewal.

DARs Supervised -
office during

Count the number of DARs supervised by your
the fiscal year

activities, guidance,
k-g., approval/coordination  of

review of type and airworthiness work; annuai
certification).
Indicator of comnleted work: Issuance of a DAR renewal.

ODARs Supervised -
office during

Count the number of ODARs supervised by your
the fiscal year (e.g., approval/coordination  cf

activities, change in limitations, additional facility functions,
guidance, review of tYPe and airworthiness work, annual
certification).
Indicator of completed work: Issuance of an ODAR renewal.

Page 5
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A. CONTIUUED OPERATIONAL SAFETY,

Other Activities

Responses to External Inquiries Completed - Count the number of
formal written responses to external inquiries (e.g., FOIA
technical evaluations; public, Congressional,  or ICAA inquiries or
any inquiry outside your immediate office) completed by your office
during the fiscal year.
Indicator of comaleted. work: Issuance of a formal written
response.

NASIP Inspktioqs Supported - Count the numberof NASIP inspections
supported by your office during the fiscal year leach inspector
participating counts as one item).
Indicator of completed work: Documentation of inspection.results.

Suspected Unapproved Parts Reports Investigated - Count the number
of suspected unapproved parts reports investigated by your office
during the fiscal year.
Indicator of completed work:
to AIR-300.

Submission of formal written report

Hotline Reports Investigated+ - Count the number of FAA hotline
reports investigated  by your office during the fiscal year.
Indicator of completed work: Submission of formal written report

I to AFS regional hotline coordinator.

t

Although many hotline .reports involve suspected unapproved parts iSUPi
issues, only one workload item should be counted for each repor:
investigated, i.e., a SUP in'vestigation whi.ch originated as a hotline repor:
should be counted as one  SUP investrgation completed.
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- B. REGULATORY POLICY DEIVELOPMENT

URK  MEASURES

RECULATlONS DEVELOPMENT

Exerrptions  Granted or Denied

Petitions for Rulemaking Evaluated

Draft Regulations Reviewed

POLICY DEVELOPMENT

Advisory Circulars Issued

FAA Orders Issued

Notices Issued

Draft Policy Docunents Reviewed

Policy Developent Team Supported

STANDARDIZATION

Procedural/Te+nical Guidance Issued

fnternationa~‘Star&rdization Meetings Attended

International Regulatory Propcsa~s Evaluated

Bilateral  Assessments Conducted

International Training Sessions Conducted

Bilateral Procedmes Reviewed

Working Procedures Negotiated

Aircraft Certification Standardization Workshops
Attended

Intradirectorate l+etings (standardization
purposes) Attend@

I Work Measure I
Applies To . . .

9DC . l

*-

910 . . l 16

911 . . .

916 l 6 l 80

917 . �0 l C O

918 l l 60

919 l l l 32

920 l l 8

.
0

Page 7



1380.49A
Appendix 1

5/l 7195

B. REGULATORY POLICY DEVELOPMENT

Definitions of Work Measures

Requlations Development

Exemptions Granted or Denied - Count the number of exemptions to a
FAR granted or denied by your office during the fiscal year.
Indicator of comnleted work: Formal documentation of the grant or
denial.

Petitions for Rulemaking Evaluated - Count the number of petitions
for rulemaking evaluated (granted or denied) by your office during
the fiscal year.
Indicator'of comnleted work: Establishment  of a rulemaking project
or documentation of a denial of the petition.

Draft Regulations Reviewed - Count the number of draft regulatory
issuances from AIR-200 (i.e., parts 21, 45, 183) reviewed by your
office during the fiscal year..
Indicator of comnleted work: ,Submission  of a formal written
response to the request for review/comment.. l

Policy Development , *

Advisory Circulars Issued - Count the number of advisory circulars
(new, revised, changed) developed and issued by your office during
the fiscal year.
Indicator of completed work: Issuance of a finai AC.

FAA Orders Issued - Count the'number of FAA orders (new; revised,
changed) developed and issued by your office during the fiscal
year.
Indicator of completed work: Issuance of a final order.

Notices Issued - Count the number of notices developed‘and  issued
by your office during the fiscal year.
Indicator of completed work: Issuance of a final notice.

Draft Policy Documents Reviewed - Count the number of draft policy
documents '(new/revised ACs, ,orders, notices) reviewed by your
office during the fiscal year.
Indicator of completed. work: Submission of a formal written
response to the request for review/comment.

.. l
Page 8



5117195
1380.94A

Appendix 1

B. REGULATORY POLICY DEXELOPMENT

Policv Development (continued)

Policy Development, Teams Supported - Count the number of policy
development teams supported by your office during the fiscal year
(each inspector participating counts as one item).
Indicator of ComDleted work: Issuance of the final policy document
(new/revised ACs, orders, notices).

Standardization.

Procedural/Technical Guidance Issued - Count the number of written
responses to requests for procedural/technical guidance issued by
your office during the fiscal year.
Indicator of comDleted work: Issuance of a formal written'guidance
document (e.g., MI0 guidance letters., office procedures).

International  Standardization Meetings Attended - Count the number
of meetings with ICAAs attended during the fiscal year for'the
purpose of standardizing  regulations (harmonization),  review of
policy proposals,and guidance (each inspector participating  counts
as one item).
Indicator of ComDleted work: Documentation of meeting results.

International Regulatory Proposals Evaluated - Count the number of
regulatory proposals from ICAAs evaluated by your office during the
fiscal year.
Indicator of,comDleted-work: Formal written response to the ICAA.

Bilateral Assessments Conducted - Count the number of assessments
of ICAAs in advance of a bilateral agreement concluded by your
office during the fiscal year (each inspector participating  counts
as one item).
Indicator of completed work: Submission of an assessment report.

International Training Sessions Conducted - Count the number of
formal training sessions developed and conducted for ICAA personnel
by your office during the fiscal year.
Indicator of completed work: Submission of a report on training
conducted to AIR-4 or AIA.

Bilateral Procedures Reviewed - Count the number of bilateral
procedures,'i.e. BASA implementing procedures, and ICAO Agreements
reviewed by your office during the fiscal year.
Indicato'r of completed work: Submission of a formal writlt+rl
response to the request for review/comment.

Page 9



1380.49A
Appendix 1 5/17/95

- B. REGULATORY POLICY DEVELOPMENT

Standardization (continued)

Working Procedures, Negotiated - Count the number of working
procedures negotiated with ICAAs by your office during the fiscal
year.
Indicator of comDleted work: Final working procedures.

Aircraft Certification Standardization Workshops Attended - Count
the number of AIR standardization workshops attended during the
fiscal year (each inspector participating counts as one item)..
Indicator of completed work: Documentation of meeting. results.

Intradirectorate Meetings (standardization purpose;) Attended -
Count the number of intradirectorate  meetings forstandardization

. purposes attended during the fiscal year (each
participating counts as one item).

inspector
Indicator of comnleted work: Documentation of meeting results.

Page 10



1380.49A
Appendix 1

C. CERTIFICATIONS, APPROVALS, APPOINTMENTS

Uork Measure
Applies Tc

z--/L
UoRK)(EAWUES MlMlS

C o d e

634

635

lime Standard
(hours)

PROOUCTIOI(  APPROVALS

.

.

+

.

.

Original Production Certificate/APIS  Applicants
Evaluated

Original Technical Standard Order Authorization
Applicants Evaluated

Original Parts Manufacturer Approvals Issued

300

32

636 24

Amended/Revised Production Approvals Issued cat 1 - L
cat 2 - 12
cat 3. - 32

639
638
637

110

I
i
8

..

.

l DESIGH APPROVALS

Type Inspection ReportsCmp~eted

Supple&ntal  Type Inspection Reports Completed

Conformity. Inspection Requests Coeplet'ed

60

24210

21s

-_
cat 1 - i
cat 2 - 16

AIRUORTHIRESS CERTIFICATION

Standard Airuorthinkss Certificates Issued 704 20

Special Airworthiness Cerrificates Issued .
~. ..
z.. .

711
thru
71s
719
720
739

722

706
710
-

812

af+5

836

870

8

Special Flight Authorizations Issued

Export Airuorthiness  Approvals Issued

4

class I - 12
class II - 4

APPOINTMENT OF REPRESENTATIVES OF THE ADMINISTRATOR

DMlRs Evaluated for Appointment/Revocation

DARs Evaluated for Appointment/Revocation

COARs Evaluated for Appolntmnt/Revocatlon

CAS nppotnrments Supported

10

a
16. .

t-. 6L

Page 11



1380.49A
Appendix 1

5/l 7195

c.- CERTIFICATIONS, APPROVAIIS; APPOI-s

'Definitions of Work Measures

Production Approvals

Original Production Certificate/APIS Applicants Evaluated' - Count
the number of original production certificate  or APIS applicants
and quality control manuals evaluated by your office during the
fiscal year (includes MMF as applicable).
Indicator of comnleted work: Issuance of a PC or A‘PITS.

Original Technical Standard 'Order Authorization Applicants
Evaluated - Count the number of original TSOA applicants and
quality control manuals evaluated by your office during the fiscal
year (includes MMF as applicable).
Indicator of comn'leted work: Issuance of approval letter to ACO.

Original Parts Manufacttirer  Approvals Isstied' - Count the number
of original -PMAs, exclusive of "fast track" approvals, issued by
'your office during the fiscal year (includes MMF as applicable).
Indicator of completed work: Issuance of a PMA.

Amended/Revised Productibn Approvals Issued - Count the number of
amendments or revisions to current production approvals issued by
your office during the fiscal year.
Indicator of completed work:- Issuance, of an amended/revised
production approval.

0, Catesorv 1 - PMA supplement.
l Catesorv 2 - New TSOA or PMA product line.
l Catesorv 3 - PLR change.

1 PC extensions and facility additions should also be counted agarnst :his
work measure.

2 Conformity  rnspectrons completed In support of orrglnal deslgx app'@"ai
should be counted separately as CIRS comple'ted. l

Page 12



5/17/95 1380.49A
Appendix 1

C. CERTIFICATIONS, APPROVtiS, APPOINWE??TS

Desist Approvals3

Type Inspection Reports Completed - Count the number of type
inspection reports completed by your office during the fiscal year
(includes conformities, special process evaluation, teardown
inspection, F.&R program, project meetings, final TIR completion).
Indicator of completed work: Issuance of the TIR.

Supplemental Type Inspection Reports Completed - Count the number
of supplemental type inspection reports completed by your office
during the fiscal year (includes conformities, special process
evaluation, teardown inspection, F&R program, project meetings,
final STIR completion).
Indicator of completed work: Issuance of the STIR.

Conformity Inspection Requests Completed - Count the number of
requests for conformity inspections from other organizations
completed by your offi,ce during the fiscal year.'
Indicator of completed work: Submissi.on  of a‘CIR to the requestor.

l Catesorv 1 - Completion time of 1 to 9 hours
l Catesorv 2 - Completion time of 9 to 40 hours

. Airworthiness Certification4

Standard Airworthiness Certificates Issued - Count the number of
standard airworthiness  certificates  issued by your office during
the fiscal year (includes TC-only).
Indicator of completed work: Issuance of a certificate.

Special Airworthfnesa Certificates Issued - Count the number of
spec.ial airworthiness  certificates issued by your officeduring the
fiscal year (i.e., R&D, show compli&ce, restricted, limited,
exhibition, amateur, flight permit, crew training/market'survey).
Indicator of completed work: Issuance of a certificate.

3 AS1 work products only; items completed by designees should not be
reported.

c As1 work products only; items comple'ted  by desrgnees should notl be
reported.

,Page 13



1380.49A
Appendix 1

5/l 7195

c.- CERTIFICATIONS,  APPROVALS, APPOINTMENTS

Airworthiness.,Certificatiop  (continued1

Special Flight Authorizations Issued - Count the number of special
flight authorizations  (.for.foreign-registered  aircraft) issued by
your office during the fiscal year.
Indicator of completed work: Issuance of an authorization.

Export Airworthiness Approvals Issued - Count the number of export
airworthiness approvals issued by your office during the fiscal
year (includes TC-only).
Indicator of co'mpleted work: Issuance of an approval..,

Appointment of Representatives of the Administrator'

DMIRs kraluated for Appointment/Revocation  - Count the number of
DMIRs evaluated by your office'for appointment or revocation during
the fiscal year.
Indicator of completed work: Issuance or revocation of a DMIR
certificate. ,'

DARs Evaluated for Appointment/Revocation  - Count the number 'of
DARs evaluated by your office for appointment or revocation during
the fiscal year.
Indicator of completed work: Issuance or revocation of a DAR
certificate.

ODARs Evaluated for Appointment/Revocation  - Count the number of
ODARs evaluated by your office for appointment or revocation during
the fiscal year.
Indicator of completed work: Iss'uance or revocation of an ODOR
certificate.

DAS Appointments  Supported - Count the number of DAS appointments
supported by your office during the fiscal year.
Indicator of completed work: Appointment of a DAS.

5 while the Aircraft Certification Division 1s formally responsible for
lssulng DAR and ODOR certificates, inspectors at erther the MID0 or MI0 level may
perform the evaluation work reflected by these measures. Only one workload item,
however, should be' r&ported for each desrgnee actron either the MID0 or MI0
(but nwL both) ma, take credit for each appointment or revocation



5/ 17195 1380.49A
Appendix 2

SAMPLE WORK PRODUCTS  AND STAFF HOURS REPORT

Work Measure

Service Difficulties
Service Difficulties Investigated
Atiidenthcident  Investigations Supported
Responses to NTSB  Recommendations Prepared
Responses to NTSB  Recommendati&s  Reviewed’

Enforcement
Administrative Actions Prepared

Current Quarter
Shflillg

T i e Completed Requirements
Standard Work Products (Hi-s)

32 1 32
24
40
12

32 6 192
64 1 64
8
16

Civil Penalty Actions Prepared
Administrative Actions Completed

Civil Penalty Actions Completed

Supervision and Renewal
.

DhJIRs  Supervised 12
DARs Supervised 16
ODARs Supervised 20

J’ Other Activities

Responses to External Inquiries Completed
NASIP Inspections Supported
Suspected Unapproved Parts Reports

Investigated
Hotline Reports Investigated

8 15 120

40 .

40 2 80  .

40

Service Area Total: 686

Page 1



1 SW.4Y.A

Appendix 2

SAMPLE  WORK PRODUCTS  AND STAFF HOURS REPORT

Service Area: Regulatory Policy Development

Work Measure

Current Quarter
Sting

Time Completed Requirements
Standard Work Products @rs)

Regulations  DeveloDment

Exemptions Granted or Denied
Petitions for Rulemaking Evaluated
Draft Regulations Reviewed

P o l i c y  DeveloDment
Advisory Circulars Issued

o short
. o long

FAA Orders Issued
Q short
o long . -

Notices Issued
Draft P&y Documents Reviewed
Policy Development Teams Supported

Standardization

ProceduravTechnical  Guidance Issued
International Standardization Meetings

Attended
International Regulatory Proposals

Evaluated
Bilateral Assessments Conducted
International Training Sessions Conducted
Bilateral Agreements Reviewed
Working Procedures Negotiated
Aircraft Certification Standardization

Workshops Attended
btradirectorate  Meetings (standardization

purposes) Attended

Page Total:

Rulemaking Projects Total:

Service Area Total:

Page 2

55
120
16 2 32

200
320

200
320
90
16
80 1 80

8
120

80
. .

120
80
40
60 1

32

8 3 24

196

196

60



5t 17195 1380.49A
Appendix 2

SAMPLE WORK PRODUCTS  AND STAFF HOURS REPORT

R u l e m a k i n g  P r o j e c t s :

Instructions: Indicate in the left hand column the project title and control number for each rulemaking
project worked on by members of your staff during the quarter. All projects to which your staff
devoted work hours during the quarter should be &ted, regardless  of when they began or whether or not they
were completed. List the relevant FAR section(s) for each project in the center column of the worksheet.
In the right hand column report the total staff hours devoted to each project during the quarter, and
also indicate the approximate number of work hours remainin g for those rules which were not completed. Add
the total staffing requirements f&r the quarter and enter the amount in the totals row at the bottom,
and in the “Rulemaking Projects Total” row on page 3.

Project Title and PCN

Current Quarter
Staffing‘ Tie Remaining

FAR Requirements on Project
S e c t i o n ( s )  (Hrs) (8rs)

a

A. Not Applicable

B.

.C.

D.

E.

Rulemaking Projects  Total:

P a g e  3



1380.49A
Appendix 2

5117195

SAMPLE WORK PRODUCTS  AND STAFF HOURS REPORT

Service Area: Certifications, Approvals, Appointments

Time

Current Quarter
SMllg

Completed Requirements
Work Measure

Production Auurovals

Standard Work Products &h-s)

Original PC/APIS  Applicants Evaluated
Original TSOA Applicants Evaluated
Original Parts Manufacturer Approvals Issued
Amended/Revised Production Approvals Issued

’ Category 1
’ Category 2
O category3

Design Annrovals
Type Inspection Reports Completed

Supplemental Type Inspection Reports
Completed

Conformity Inspection Requests Completed
’ Category 1 - 1 to 8 hours
o Category2  - 9 to40 hours

Airworthiness Certification
Standard Airworthiness Certificates Issued
Special Airworthiness Certifica&3  Issued
Special Flight Authorizations ‘Issued
Export Airworthiness Approvals Issued

o Class I
o Class II

Annointment  of Representatives of
the Administrator

DMIRS  Evaluated for Appointment/Revocation
DARs Evaluated for Appointment/Revocation
ODARs  Evaluated for Appointment/Revocation
DA.5  Appointments Supported

300
32 1 32

24 2 48

4 12 48 ’
12 3 36
32 1 32

60 1 60

24 1. .96

4: 13 52

16 2 32

20
8 9 72
4 2 8

12 1 12
4 5 20

10 2 20

8
16
64

Service Area Total:

Page 4
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5117195 1380.49A
Appendix 2

SAMPLE WORK PRODUCTS  AND STAFF HOURS REPORT

Service Area: Other Direct Work

Instructions: ‘Ihis  category is designed to capture.direct  work activity which does not occur on a regular
and recurring basis or for which no time fixed ~tandards can be developed, as well as large or complex
projects which invoIve substantially’ more effort than normally  required for most projects of the same type.
Examples  of the latter might include an original  PMA which required over a hundred hours, or a SUP
investigation which consumed two  weeks of ‘direct work time by several ASIs. Examples of the former
“one-time” or special projects might include serving as an NTSB team member for an accident
investigation (JTA case II scenario), or conducting a special evaluation. AS1  certification specialist
time (MIMIS code 869)  should also be reported as Other Direct Work.

In the left hand column provide a brief description of tich other direct work project to which your staff .
devoted work hours during the quarter. In the second column list each activity’s project control number,
and indicate the total number of hours spent on each project during the quarter in the third column.
In the right hand column list the approximate number of work hours remaining on those activities which were
not completed during the quarter. Add the total quarterly staffing requirements and enter the amount
in the totals row at the bottom of the page.

Current Quarter
Staffii Tie Remaining

Control Requirements on Project
Project Title and Description Number . (Hrs) (Brs)

A. Acme Engines, Ltd. - Special Evaluation 1753 90 30

B.

C.

D.

E.

Other Direct Work Total: 90 30

Page 5



1380.49A
Appendix 2

5/l 7195

SAMPLE WORK PRODUCTS  AND STAFF HOURS REPORT

Total Direct Work Hours

Instructions: Enter the service area totals for each of the four categories of direct work as indicated
below, and add the figures to obtain your organization’s total direct work hours for the quarter.

Current Quarter

Service Area (Hrs)

Continued Operational Safety 686

Regulatory Policy Development 196

Certifications, Approvals, Appointments 568

Other Direct Work 90.,

Total Direct Work Hours: 1540

Average On-Board Staffing

Instructions: Determine the average number of ASIs on your staff during the quarter by dividing
the total weeks worked by all ASIs by 12 or 14,  depending on whether the quarter is defined (by AIR-50)
as 6 or 7 pay periods. Do not include weeks worked by managers or administrative support staff. On the
second line indicate the number of first-line supervisors in your office who directly oversee the work
of ASIs  (MIDOs only). Round all figures to whole numbers.

Aviation Safety Inspectors 5

MID0 First-Lime Supervisors 1

Page 6
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5/l 7195 1380.49A
Appendix 2

SAMPLE  WORK PRODUCTS  AND STAFF HOURS  REPORT

Total Direct Work Hours

Instructions: Enter the service area totals for each of the four categories of direct work as indicated
below, and add the figures to obtain your organization’s total direct work hours for the quarter.

Service Area

CurrentQuarter
stafrulg  * .

Requirements
m-d

Continued Operational Safety 686

Regulatory Policy Development

Certifications, Approvals, Appointments

Other Direct Work

196

568

90

Total Direct Work Hours: 1540

Average On-Board Staffing

Instructions: Determine the average number of ASIs on your staff during the quarter by dividing
the total weeks worked by all ASIs  by 12 or 14,  depending on whether the quarter is defined (by AIR-500)
as 6 or 7 pay periods. Do not include weeks worked by managers or administrative support staff. On the ’
second line indicate the number of first-line supervisors in your office who directly oversee the work
of ASIs  (MIDOs only). Round all figures to whole numbers.

Aviation Safety Inspectors 5

MID0 First-Lime Supervisors 1

Page 7



FIGURE 2. AIRCRAfl  CERTIFICATION SERVICE
STAFFING STANDARDS FOR AVIATION SAFETY INSPECTORS (MANUFACTURING)

SAMPLE STAFFING REQUIREMENTS REPORT

Reporting Organization:.

Preparer:

Approved:

ACE-MIDO-O 1 Fiscal Year: 92

Date:

Date:

Service Area: Continued Operational Safety

Staffing Forecast Staffing Forecast Staffing Forecast

Work Measure

Current Year * FY 93 FY94 FY 95
Staffing Staffing staffig staffing

Time Completed Requirements Completed Requirements Completed Requirement Completed Requirements
Standard Work Product (Hrs) W o r k  P r o d u c t s  (Hrs) W o r k  P r o d u c t  (Hrs) W o r k  P r o d u c t 0-W

Production Approval Supervision,

ProduCtion,CertificatelAPIS  Authorization
Holders Supervised
’ Category 1 - I to 16 hours per year
’ Category 2 - 17 to 80 hours per year
’ Category 3 - 81 ,to 300 hours per year

8’
‘40
150

Technical Standard Order Approval
Holders Supervised
’ Category 1 - 1 to 4 hours per year
a Category 2 - 5 to 16 hours per year
’ Category 3 - 17 to 80 hours per year

3
10
32

Parts Manufacturer Approval Holders
Supervised
’ Category I - I to 4 hours per year
’ Category 2 - 5 to 16 hours per year
’ Category 3 - 17 to 80 hburs per year

3
9

32

2 80
1 150

4 12
3 30

13 39
10 90
3 96

1
2 80 2
1 . 150 1

3 9 3
4 40 4

-15 45 17
12 108 14
4 128 5

8 1
80 a
150 1

9
40

51 19 57
126 16 144
160 6 192

3
4

8
80
150

9
40



SAMPLE STAFFING RJZQUIREMENTS  REPORT

Work Measure

Production Approval Supervision

Staffing Forecast Staffing Fo&cast Staffing Forecast
Current Year FY 93 FY 94 FY 95

Staffing Staffing Staffing Staffing
Time Completed Requirements Completed Requirements Completed Requirements Completed Requirements

Standard Work Products  (I-h) Work products  (Hrs) Work Product  (Hrs) Work hoduct’ 0-W

Prioti.ty Suppliers Supervised
a Category 1 - 1 4 hoursto per year
’ Category 2 - 5 16 hoursto per year
’ Category 3 - 17 80 h o u r sto per year

Evaluations

ACSEP Evaluations Conducted
’ Category 1
’ Category 2
’ Category 3

Principal Inspector Evaluations
Ccnducted

Service Difficulties

Service Difficulties Investigated 32
Accident/Incident Investigations Supported 24
Responses to NTSB Recommendations Prepared 40
Responses to NTSB Recommendations Reviewed 12

F
Enforcement

g Administrative Actions Prepared
e Civil Penalty Actions Prepared

Administrative Actions Completed
civil Penalty actions Completed

2 4 8
8 1 8

48 2 96

32 18 576
60 13 780
100 1 100

6

32
64

1:

22

3
1

11
3

132

96
24

.

352
192

.

.

4
1
2

20
15
2

22

3
1

11
2

8
8

96

640
900
200

132

96
24

352
128

5

2

22
’ 17

3

24

3
1

12
2

10’

96

5 10
1 8
1 48

704
1020
300

25 800
20 1200
5 500

144 24 144

96 3 96
24 1 24.

384 14 . 448
128 3 192



SkPLE  STAFFING REQUIREMENTS REPORT

Work Mensure

Staffing Forecast Staffing Forecast Staffing Forecast
Current Year FY 93 FYI 94 FY 95

Staffing Staffing Staffing Staffing
Time Completed Requirements Completed Requirements Completed Requirementa Completed Requirements

StandardWork P r o d u c t s  (Hra) W o r k  P r o d u c t s  (I-h-s) W o r k  hoduct (Hrs) W o r k  P r o d u c t G-W

Supervision and Renewal

,DMIRs S u p e r v i s e d 12
‘DARs S u p e r v i s e d 16
ODARs Supervised 20

Other Activities

Responses to External Inquiries Completed
NASIP Inspections Supported
Suspected Unapproved Parts Reports

‘Investigated.
Hotline .Reports Investigated

8

40 ‘.
40

40

Service Area Total: 4857 5304 5582 6170

63 756 70 840 75 900 85 1020
8 128 10 160 12 192 15 240

59 472 60 480 60 480 60 480

‘14 560 15 600 10 400 5 200

2 .80 2 80 2 80 2 80



SAMPLE STAFFING REQUIREMENTS REPORT

Service Area: Regulatory Policy Development ’

Staffing Forecast Staffig  Forecast Staffing Forecast
Current Year FY 93 FY94 FY 95

Staffing Staffing Staffing Staffing
Time Completed Requirements Completed Requirements Completed Requirements Completed Requirements

Work Measure Standard Work Products (Hrs) Work Products (Hrs) Work Product (Hrs) Work Product 0-W

Regulations Developtient

Exemptions Granted or Denied
Petitions for Rulemaking Evaluated
Draft Regulations Reviewed

Policv  Development

Advisory Circulars Issued
’ s h o r t
’ l o n g

FAA Orders Issued
’ s h o r t
’ l o n g

Notices Issued
Draft Policy Documents Reviewed
Policy Development Teams Supported

55
120
16 4 64 3 48 3 48 3

I

200
320

200
320
90
16 16 256 15 240 15 240 15
80 2 160 3 240 4. 320 5

Standardization

Procedural/Technical Guidance Issued 8
International Standardization Meetings 120

Attended
I n t e r n a t i o n a l  R e g u l a t o r y  P r o p o s a l s 80

Evaluated
Bilateral Assessments Conducted 120
International Training Sessions Conducted 80

48

240
400



SAMPLE STAFFING REQUIREMENTS REPORT

Time

Staffing Forecast Staffing Forecast Staff ing Forecast
C u r r e n t  Y e a r FY 93 FY 94 FY 95

Staffing Staffing. Staffing Staffing
Completed Requirements Completed Requirements Completed Requirements Completed Requirements

Work Measure Standard Work Products  (Hrs) Work Products  (Hrs) Work Product  (Hrs) Work Product 0-W

Standardization

Bilateral Agreements Reviewed
Working Procedures Negotiated
Aircraft Certification Standardization

Workshops Attended
Intradirectorate Meetings (standardization

purposes) Attended .

Work Measure Total:

Rulemaking Projects Total:

Service Area Total:

40
60 2 120
32

8 7 56 8 64 9 72 10 80

656 712  , 860 948

\
\

656

2 120 3 180 3 180

712 860 948



SAMPLE STAFFING REQUIREMENTS REPORT

Rulemaking Projects:

Instructions: Indicate in the left hand column the project title and control number for each rulemaking project worked on by members of your staff during the fiscal
year. All projedts to which your staff devoted work hours during the year should be listed, regardless of wheti they began or whether or not they were completed.
List the relevant -FAR section(s) for each project in the second column of the worksheet. In the third column report the total staff hours devoted to each project
during the fiscal year, and also indicate the approximate number of work hours remaining for those rules which were not completed. Indicate the expected
distribution of these remaining hours over the next three fiscal years. Add the total staffing requirements (-hours) for each fiscal year and enter in the totals row at
the bottom, and in the “Rulemaking Projects Total” row on the previous page.

Project Title and PCN

Staffing Forecast Staffing Forecast Staffing Forecast
Current Year * FY 93 FY 94 FY 95

Time Time . Time .. Time
FY Staffing Remaining FY Staffing Remaining FY Statig Remaining FY Staffing Remaining

FAR Requirements on Project Requirements on Project Requirements on Project Requirements on Project
e&on(s) (HrG 0-W 0-W 0-M Wrs) W-d 0-W G-W

A. ’ Not Applicable

B.

C.

D.

E.

Rulemaking Prqjects Total:



SAMPLE STAFFING REQUIREMENTS REPORT

Service Area: Certifications, Approvals, Appointments

Work Measure

Staffing Forecast Staffing Forecast Staffing Forecast
Current Year FY 93 FY 94 FY 95

Staffing Staffing Staffing Staffing
T i m e Completed Requirements Completed Requirements Completed Requirements Completed Requirements
Standard Work Products  (Hrs) Work Products  (Hrs) Work Product  (Hrs) Work Product (Hrs)

Production Approvals

qriginal  PC/APB  Applicants Evaluated
Original TSOA Applicants Evaluated

Original Parts Manufacturer Approvals Issued
Amended/Revised Production Approvals Issued

’ Category 1
’ Category 2
’ Category 3 .

300
32

24

4
12
32

Design Approvals

Type Inspection Reports Completed 60 2

Supplemental Type Inspection Reports
Completed

24,

Conformity Inspection Requests Completed .

’ Category 1 1 to- 8 hours . 4
’ Category 2 9 to- 40 hours 16

Airworthiness Certification

Standard Airworthiness Certificates Issued
Special Airworthiness Certificates Issued
Special Flight Authorizations Issued
Export Airworthiness Approvals Issued

o Class I
’ Class II

20
8
4

12
4

3 96
5 120

44 176
15 180  ,
2 64

21

120 2 120 2 120 3

504 25 600 25 600 25

48 192
9 144

12
52

3
20

240
416

36
80

1 300
2 64.
5 120

45 180
15 180

1 32

50
10

10
50

3
30

200 45 180 40 160
160 8 128 5 80

200 8 160 6 120
400 50 400 50 400

36 2 24 2
80 15 60 15

3 .96 2
5 120. 5

48 192 50
15 180 20

1 32 2

64
120

200
240
64

180

24 01
60 c

4
2



SAMPLE STAFFING REQUIREMENTS REPORT ~

Work -Measure

Stnffing  Forecast Staffing Forecast Staffing Forecast
Current Year FY 93 FY 94 FY 95

Staffing Staffing staffiilg Staffing
Time Completed dequirements  Completed Requirements Completed Requirements Completed Requirements

Standard Work Products  (Hrs) Work Products  (Hrs) Work Product  (Hrs) Work Product 0-W

Appointment of Representatives of
the Administrator

DMIRS Evaluated for Appointment/Revocation 10 13 130 18 180 20 200 22 220
DARS Evaluated for Appointment/Revocation 8 1 8 2 16 2 16 3 24
ODARs Evaluated for Appointment/Revocation 16
DAS Appointments Supported 64

Service Area Total: 2506 2868 2508 2556



;, SAMPLE STAFFING REQUIREMENTS REPORT

Service Area: Other Direct Work

Instructions: This category is designed to capture direct work activity which does not occur on a regular and recurring basis or for which no time fixed standards
can be developed, as well as large or complex projects which involve substantially more effort than normally required for most projects of the same type. Examples
of the latter might include an original PMA which required over a hundred hours, or a SUP investigation which consumed two weeks of direct work time by several
ASIs. Examples of the former “one-time” or special projects might include serving as an NTSB  team member for an accident investigation (JTA case II scenario),
or conducting a special evaluation. AS1  certification specialist time (MIMS code 869)  should also be reported as Other Direct Work.

In the left hand column provide a brief description of each Other Direct Work project to which your staff devoted work hours during the fiscal year. In the second
column list each activity’s project control number, and indicate the total number of hours spent on each project during the fiscal year. In the Time Remaining
column, list the approximate number of work hours remaining.on  those activities which were not completed during the fiscal year. Indicate the expected distribution

of these remaining hours over the next the next three fiscal years. Add the total staffing requirements (hours) for each fiscal year and enter the amount in the
totals row at the bottom of the page.

project Title and Description

Staffing  Forecast Staffing Forecast Staffing Forecast
Current Year ’ FY 93 FY 94 FY 95

Time Time Time Time
FY Staffing, Remaining FY Staffing Remaining FY Staffing Remaining FY Staffing Remaining

,’ Requirements on Project Requirements on Project Requirements on Project Requirements on project
PCN ‘0-W @W 0-W 0-W 0-W (Hr.9 VW 0-W

A. Slow Learner Fuel Valves - Original PMA 1693 120

B. Acme Engines, Ltd. - Special Evaluation 1753 90 30 30

C. AS1 Certification Specialist
(50% time)

MIMIS 869 772 772

-D.
. .

. ,

E.

Other  Direct Work Total: 210 30 772 772



SAMPLE STAFFING REQUIREMENTS REPORT

Total Direct Work Hours

ln&uctions: Enter the service area totals for each of the four categories of Direct Work as indicated below, and add the figures to obtain your organization’s
total Direct Work Hours for the fiscal year. Enter the total Direct Work Hours figure on line 1 of page 11.

Service Area

Current Forecast
Y&U FY 93

Staffing Staffing
Requirements Requirements

0-W (Hrs)

Forecast
FY 94
Staffing

Requirements

0-W

Forecast
FY 95

S t a f f i n g
Requirements

(Hrs)

Continued Operational Safety 4857 5304 5582 6170

Regulatory Policy Development 656 712 860 948

Certifications, Approvals, Appointments 2506 2868 2508 2556

Other Direct Work 210 30 772 772

Total Direct Work Hours: 8229  ’ 8914 9722 10446

Average On-Board Staffing

Instructions: Determine the average number of ASIS on your staff during the fiscal year by dividing the total weeks worked by all ASIs by 52. Do not include
weeks worked by managers or administrative support staff. On the second line indicate the number of first-line supervisors in your organization who dire&y
oversee the work of ASIs (MIDOs  only). Round all figures to whole numbers. For the out years, indicate your anticipated ASI and first-line supervisor
staffing levels.

,

Aviation Safety Inspectors 5 5 6 6

MID0 First-Line Supervisors 1 1 1 1



SAMPLE STAFFING REQUIREbiENTS  REPORT

Staffing Requirements Calculation
Current

Year
Forecast
FY 93

*-
ski
cl0
ZG
k’ >

Forecast Forecast id
FY 94 FY 95

5.

6.

i.

8.

9.

Total Direct Work Hours
(enter figure from page 10)

MID0 Supervisory Direct Work Offset
(muhiply  number of first-line supervisors by 4 17)

Adjusted Total Direct Work Hours
(subtract line 2 from line 1)

Indirect Work Allowance
(MID0  - divide line 3 by .74;

MIO/HQ  - divide line 3 by 56)

Travel Allowance
(Multiply number of ASIs by the appropriate

travel factor listed below)

Total Organizational Workload
(Add line 5 to line 4)

Total ASI Staffing Requirements
(divide line 6 by 2087)

Average FY ASI Staffing
(enter figure from page 10)

Expected vs. Actual Staffing
(subtract line 7 from line 8)

Travel Factors

A C E  MIDOs  270
ANE MIDOs 300

ANM  MIDOs 80
ASW MIDOs 200

All MIOs 80
AIR-200  40~
AIR-300 100

8,229 8,914 . 9,722 10,446

417 417 417 . 417

7,812 8,497 9,305 10,029

10,557 11,482 12,574 13,553

1,350 1,350 1,620 1,620

11,907
\
\

6

12,832 14,194 15,173

6 7 ’ 7

5

-1

5 6 6

-1 -1 -1

Current Year

Authorized FY Staf 5

Funded FY Staffin 5

Actual End FY Staf 5



S/l 7195 ,
. .

1380.49A
Appendix 2

Figure 3 INDIRBCT WOFtK ALLOKAHCB

gndirect workis defined as activity which generally results in no
specific identifiable output or product, may be occasional or
irregular in nature, or is performed in support of -direct work
activities. The charts below list the four categories of indirect
work identified for Aviation Safety Inspectors (Manufacturing) at
the MIDO, MIO, and HQ levels; provide category definitions and
examples of the kinds of activities included in each; and indicate
the percentage of overall work time allocated to each category of
indirect work. , ,
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